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Objective and Necessary Information for 
Report Completion
The purpose of this training is to provide support and guidance for 
Traditional districts in completing the Verification Report in CNIPS. 

Below is a list of necessary information you will need to complete this 
report (all information must come from the POS):
• The total number of students enrolled (as of the last Operating Day in October) in the 

district with access to NSLP and/or SBP; 

• The total applications approved as of Oct. 1 and total number of students approved for 
benefits as of the last operating day in October;

• The total number of directly certified students (SNAP and Other) as of the last operating 
day in October; 

• The results of Verification (responses and any necessary changes);

• Verification for Cause applications that occurred prior to November 15th. 



Step 1:  Access the Report in CNIPS
1.  Select Verification Report
2.  Select Modify
3.  SY 17-18 Report will open



Step 2: 
Complete Section 1:  District Information

• 1-1:  Enter the total schools and 
number of students with access 
to NSLP and/or SBP as of the last 
operating day. 

• Section 2- Not Applicable 



Step 3:
Complete Section 3: Direct Certification Information

• 3-2:  Enter the total number of 
students in the district and have 
access to NSLP and/or SBP that are 
Directly Certified due to SNAP as of 
the last operating day in October.  

• 3-3:  Enter the total number of 
students in the district and have 
access to NSLP and/or SBP that are 
Directly Certified due to all other 
categories (KTAP, Medicaid, Homeless, 
Foster, Migrant, Runaway) as of the 
last operating day in October.

Always remember, if a student is a combination student,
meaning the student qualifies for benefits due to 
multiple programs then the SNAP designation should be 
the program of record. 



Step 4:
Complete Section 4:  Verification Sample Size Information

• 4-1 A & B:  Number of Free 
Applications and Students 
due to Case Number 

• 4-2 A & B:  Number of Free 
Applications and Students 
due to Income 

• 4-3 A & B:  Number of 
Reduced Applications and 
Students due to Income 

Reporting 
Date:  
October 
1st 

Reporting 
Date:  
The last 
operating 
day in 
October



Step 5:
Complete Section 5:  Verification Information  
• 5-1:  Do not check

• 5-2:  Were Verification Activities 
Completed Prior to Nov. 15th (not 
reporting!)

• 5-3:  Select Method Used

• 5-4:  Total Number of Error Prone 
Applications as of Oct. 1

• 5-5:  Number you selected to verify 
based on method

• 5-6:  Check box if direct verification 
was not conducted

• 5-7:  Enter applications confirmed 
through direct verification.

It is important to note that you must either check box 
5-6 indicating that you did not conduct direct 
Verification or enter data in 5-7. 



Step 6:
Complete Section 5:  Verification Results

• 5-8:  Enter the Results of 
Verification Outcomes

• VC-1:  Enter the number of 
applications verified for cause as 
of November 15th.  Include those 
outcomes in 5-8.  

Please contact SCN if CNIPS creates an error message
when entering VC-1 information. 



Step 7:
Report Completion
• Select Save at the bottom of the 

page. 

SCN does approve all Verification Reports.  A consultant will be in contact with you for 
any questions.   Approval will be indicated by the report being given an “approved status”. 



For Additional Training and Guidance

• Please watch the full training on 
Verification here. 

• Or reference the Verification and 
Reporting SCN webpage. 

https://mix.office.com/watch/ajevtbkqvj3q
https://education.ky.gov/federal/SCN/Pages/Verification.aspx


Thank you!

• For additional questions please 
contact your approving SCN 
consultant.


